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REVIEW OVERALL BUDGET STATUS

Sample Report

Funds Center Cost center Budget Commitrment | Dishursment | Awvailable Budget
10-RAADOTRANVEL | MASAMDAAADD §1,170.85 §0.00 §-1.170.85
MASAMTOFTADD F1607.07 % 160707 F -1 60707

MAZAMOMNAADD F0.00 $0.00 F0.00

M ATOM A0 F2E27. 68 %2 B2 ES § -2 B2Y G

MASAMTORALDD FBab3 e $1,181.36 ¥ -B 86376

Divisions —» MNASAMORAADT F59691.73 § 37 323.02 §-59 691.73
MASAMTORARDD F202817) $1,173.58 F-2 02817

MASAMTORBADD FB02365  F5475.13 ¥ -B 023655

MASAMTORCADD 17 54285 § 11,357 .85 §-17 A42B5

MNASAMTORGADD F30084.81 §21,160.14 F -30 034,591

MASAMTORPADD F89673.41 §36,704.60 b -89 67541

MASAMTORSAOD F1274226) % 10,501 62 B2 742008

MASATORFADD F12861) §1,12961 F-1,129.61

MASAMTORZADD §ad7.29 § 54729 b -547.29

MASAMOUAADD F411.26 % 0.00 F-411.26

Lickid ¥ 320,000.00 § 320,000.00

Result $ 320,000.00 % 232,149.50 $ 131,201.95 $ 87.850.50

Overall Result $ 320,000.00 % 232,149.50 $ 131,201.95 $ 87.,850.50

, . Available
—» [Budget | -minus-| Commitment| =equals= Budget

Notes:
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REVIEW TRAVEL DETAILS

Sample Report

[=] Mo ir 2z =&

Comd cavler Tavwmba Hara vl Audbeeiz dion | Fraewl Dl Locaten HpPFupma [ i
WARKN  WIRRAY 5 HISECHRER T-EIRARET RTINS | BREMEA FR G MEETE §47 $0.m0
WS B AHENGS LOS SMOELES CA MEETHO L E-E ] $0.m
Sy (RRET: ] F0m
MOFTADD | COOLEIGH DAEHT A. RO T AONEVNS | SHEFHE RS TOWH A Y MEETHG 3 IM EE= N ]
W B A LD Haaa WOH, Ve MEETHG E LR E R
AHETIOT S HHAENR OF LAHDDLFL MEETMG E b | $EETS
T & 1 25707 & BT
MHANT  AMSERRIH W LU MIE AR08 NGRS "R EHD HY FREREMTATION 000 0
W ARHHSNS | WL DBV L N OTHEN (ras balos) $0m 50.m
S &0 F0.00
WHAMH | AMDEESOH W ILLEMIE LR RN Lt ORI | L L D L, R MEETHG 34012 LEE K]
LR ] HATEEE ST Pall kWH CORFEREMCE ATTERDANRG R 1
TR0 ARHA 0 | BELL DRI, R OTHER (£ balms) 3100475 11T
Vapd 2T R [ a1
MREANT  AMSEREON ROBERTE Lt E i ] [HGH G0 P L HARA PATACERS, L& MEETMG ¥ 1,087, T 0
HENY JAT H W83 MOV 54N FRERCISCO,CA MEETHO § 195710 $0.m
JERH Bith 0 W ER RN A TIOH, OH OTHER if ik lod i) W50 F0m
LR ERHTIEEIS | T HEakHE OTHER (e kaloay L ERE2] s0m
LR IR AR "REWD HY CORFEREMCE ATTERDANRG b R e #0.m
R0 1R MG HASS AMES RES EARCH CEM TRR,CA MEETHG $0.00 $0.00
MOORE CHEE TOFHER L WG PR T a a Mk amgrad & a0 s0m
MOAWCOD ROBERT L T-ETT AT P ARADEHACA MEE TG ¥1.207 80 &0 .00
FARE CLAE MR AOHAE WEMMEDT SPACE CEMTERFL MEETHO [ER-E [ER-TE ]
B0 KO HH R IR ] O e "HARA MASEHALL GPACE FLEHT CENTER AL MEETEG p B H0m

FIRsT PAGE gg‘\ﬁl LAST
PAGE  UP PAGE

Elle] Row | qrz22 [F][E]

FILTER FOR A SINGLE VALUE
To narrow down the report for a certain value, click on the value
to bring up the Enhanced Menu and select Fix Filter Value to Axis.

Kaep Fifer 'Walps

——— P Fix Filter Valum 82 Axin

Salecl Fillsr Walys

-r'H|.F|||.| o — T ST ] : Demo and Review:
el Filins ialus '-‘N“: . '
- - Swvmp Travslsr Namas weh . . .
e o b werendng o : Remarve Drildorwm Fix Filter Value to Axis for:
E"m' Crild Swap Axes Cost Center, Nations Bank,
TEITILSS THI LT
ot Caal canlui F Ean Travbar Mara ¢ Traveler Name
Gl . Goin ]
o Eupmir] ik ]
Baakmiik Remove Sub Totals
o krmin Baokmark CI k et It"
—> Enhanced Menu ICK On esu '
' E‘;““::u_l . Enhanced Menu | Properties
I 1 iy
Variables Eriiry Suppress Results Rows = Always
Cumenicy Trafcalatoms
Basic Meny
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SAVE A REPORT

1. Click on the Bookmark icon. click E:

Travel Query (Unrestricted Trav. Doc Type) /

N ber s 7 |DEEF|E|EE:J

2. A Bookmark ID will be created in the URL.

https://bwprod01.ifmp. nasa.gov/SAP/BW/BEX’?SAP—LANGUAGE=EdBOOKMARK_I D=3R6A5WU5T4VOP1UGUB3PQZFE2

3. Add the page to your Favorites in Internet Explorer.

|J File Edit ‘iew | Favorites Tools  Help
/ 8dd ko Favarites.. .
organize Favarites. ..

AddFavorke L E

i, el b vl sub thz page by Fareories bzt |I|

-
Xy
™ Make svalatie offne sz | cancel |
Hiadre |h-5.-5a-.-tdu.ﬂ-.l I'_'r\-a-tht{I
Name Your -
. bt ™) p e Faws Fiskdad
Favorite 3 BW REFURTS
] Links

SUGGESTION:
Create a New Folder
for your BW Reports.
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REVIEW EXPORT FORMATS

CSV Output

Cost cerer Traselar Reme Travel fuhotizel Trevel Dete. Location Trip Purpose Commamitments Msbwsemens
MEALID MIFRAY S HRSCHEEN  10-R0GIMET Q07001 BREMENFRO HEETHG 107 35 8000
MEAAH  MUPRAY S HESCHEEN | 10-RS000 8 LA AT LS AR B MEETIG £hE3 i )
MAAADD  Fasd Rend Rzl Fesul Remd LR ] Wm
AFTADD  COBLEIGH BRENT R, 1NRO0ETT SO0 SHEPHERDIGTONN Py HEETHO K106 K10 B
AFTADD  COBLENH BREWT . 11RO 10A4O00] HEMPTOR, VA, WEETRG [y X306 57
WFTADS o EiGH BRENT 8 10-ERO00TS 1A LT QB ARG FL MEETHG e e 75 14
FTAK Fand Rangd ol P Rens ¥ RO 0T ¥ 50T 7
AREAN] AMDERSOMWALIAME  1RMWOAE 12500 "FEM MY PRESENT ATIIH 000 1.0
WREAN  AMDERSOM WALLIAME  10-R0400ME2 12M12003 HILL DEVL W0 OTHER (52w bescw] $000 8000
WALAE] R Aol Riind Rirind Rl 000 &0 1)
TRAAD  AMDERSOMWALIAME | 10-MD40004 A0EI0 WL DEVL HC MEETHG $40132 4013
AREAN  AMDEREOMWALIAME  1R0d000E) 117000 ST PALL M CONFEREMCE & TTEMDANG ¥ 455 K T ASS B
APLGAD]  AMDEREOS WALIAME 10-R0d0KE 12A1 000 L DEVL 0 OTHER [sew baigww] W 0% TS 07 75
1RED]  Fend Ao R [ Rl 3 f3T ER FIAIT B
AL ANCENTON FOBEET B 10-\CR000 0 ACHIH "L RS, AT BT, HEE TG F Rl Him
AREAN]  HEWRL LAY M 11RO ] 1A D004 SAM FRANCESCD C& WEETHG W AsTm 10
RAAN JESM EASMCD 10RO &7 1280003 DEYTON 0 TR (5ee Do) ¥ 0.0
WAL JELM BN 1R 53 12 TO0M ST T HAAK N CITER s Lo | 2 &0 00
TEAAIE] JERN BRI 10-S=CE 00 T AT TR MY CORFENENCE A TTEMOUL M HAFEE0 Hm
RAAN JEAM PLANCO 10RO 1A 12004 "MASA AMET RESEARTH CENTEIMEETIHG 000 0m
1REAN  MOORE CHRETOPHERL  10CPIMT.00M ] ] bl A sigresd 000 8000
1Rl NORWIOOD FOBERT L | 10-RIMOMTT LITEN0Y TASADENS (& WEETRIG ¥ 207 50 &0 )
AEAAIE] PEGE C1LIWE 10-NC= 000 T 45500 =ENNED Y SPACE CERITET FL HEE TG FiREa e FIRE- I
RAAN  ROGACHLIIMR AN RO0ETH 1A 30004 LA S MARSHALL SPACE FLIGH HRE TG [T m
[10R2400  WERRES MaR1S K 11RO 04 113000 PLE5A, STENME SPACE CENTER | MEETIHG 05 8000
[RRAN  Resd Rl Rzl Rl Rl 6953 76 [TRE Lk

5



FRCGmaN http://corefinancial.hq.nasa.gov/bw

('Em\_ TRAVEL BOOKMARKS @r

EXPORT DATA

Export Directly to Excel

1. From the Toolbar, click the Export to Excel Icon @
Travel Query (Unrestricted Trav. Doc Type)
O hedséds DDAF B D3

2. Save file as an Excel file and use the browser’'s BACK button to return to
BW.

Export to Excel via CSV

1. From the Toolbar, click the Export to CSV Icon

Travel Query (Unrestricted Trav. Doc Type)
M nec®7 BRE B0 | ;ﬁ

2. Text will appear in an Excel sheet.

3. Highlight Column A

4. From the menu, select Data | Text to Columns
5. Original Data Type = Delimited - Click NEXT

6. Delimiters = Semicolon - Click NEXT

7. Click Finished

8. Save File as Excel and use the browser’'s BACK button to return to BW.

TIP: Within Excel, use Data | Auto Filter to narrow down data in a
spreadsheet.
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REVIEW PRINTING TIPS

== 7OOM OUT TO FIT DATA ON THE PAGE

Zoam In |5[| o Zoom Cut

== DISPLAY GRIDLINES WHEN PRINTING FROM THE BROWSER

Take the following steps to include gridlines and shading when printing
reports in the browser:

: CESTTEE—— x
1. From the menu, select Tools | Internet Options n ==
s /P""

/ Ef‘-\'-ﬂfm-mm:
2. Click on the Advanced Tab B Shevm pres

B Sorart ruge débwey

Ll Frrirg

B P bachpond color e g
A, Samch s B Addus b

4, e ssaching

3. Scroll down to Printing and check the option to Ef:‘fﬁ?;ﬂ.’::.::;“:" J
Print background colors and images . 8 hapotencubokin

[ Check ks publshe'y coroai srpoaor
O Lrack im v corbbosis wepssior. peame s at -
| P

4. Click OK to save the setting. ks Gtk
g I |
BEFORE SETTING CHANGE AFTER SETTING CHANGE

Trrl Sirre IFehr b bn T rren | [oemerd Ty Fags 0ol 2 Towsl Zfowire [Basiryrivad ber Trorvndl Dromand Tvomai Fnl =t
Zowhn |F0 9 Zeowiu | i B % _Fomidi |
Traved ey (Rewincied by Trassl Document Typ ) Vi iy Forsratid iy Traves Dorurd Fpes
0 A&BES AR R 8,00N O hecedd BAF (S0 8B2 3
l..l—::l:-.-“.l Vanr Sallom Bileis a'eh I'l.-.p:. -n‘l.l-l.-h e BT R = - = S
T e P BN A A TR, A §.H580  F.WIAD  REAE Pl il Lailosdel LebSdiall Spdes Gl
i O AR L, L § D FEAEE B EITESIAMOEEE. | TRED THAAETTEMEL AR }OEIN ] WK EHe
[T ] '+ LR FEIE NS prarie i RO = . e 2 - © - B H
AT Pl & . KT LB ACATR T, TINCET B FMIE EHIO T i s i
Fmrall LELET 1112m LEE] DETE R & RN 0T L, W S FESE MO0 FHIE
s f B L NS - B0 T o ma i TRET o = SO Fd pde] [™T] FFEE NN IHIE
- BN A na TEna . 08 Lm R i §r0E SEETEAEN THELrE s MRkl = i ] il
SRPIN ANATRRTL WeGxT M Al | b BAOUA  UMANWAD SUW LN LIH O UE
o Fnmie urmur:-:. masED ::.la :I:.:H :-:n-u CAMIE oy i P;E: ?:n:l “:'l_ﬁ
Fadl (TR T I PE, T I gr - DAETRH DENDFIRE. . ¥ L !
ADEmCh PABEAT L R i s TR, i L) e FHE R AT LR ST AV, A EET R | Do
L KT TLRASTTR SR TALET ROB 1] [ET Emndl AL damEe (1m0
1. P00 el L BT S|, T E § L) o 0l 5 SR BTN, DATTE TidiauT NI BT R L] FaE  ATOE
o Fnms O EAACIIRARNL T DED LB ¥FTm 1M QAT LR ST S, WA LLL ] 1
O PO W EAMTITRALE. TN IET LR T kT pama TR b L bR EaG o)
i s oL LR (T} 8 P v Fai L] TIEENTTE VH, WA R B FEET
L Brmeow  chomess e T nRiTRALL il EE ] A0l
(5 e malam bl el p 15 1]
L LR iR §iEEE
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